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Licensee Maintenance i Manage Purchase Lists Quick
Reference Guide

Introduction:

Purchase lists can be used to easily enter an order for items that are reordered on a
regular basis. A purchase list is essentially a list of items and order quantities saved to a
specified name. Any user assigned a Licensee Buyer, Approver or Admin role will be
able to create and maintain or delete purchase lists.

The Licensee Online Order Portal (LOOP) provides several ways to create purchase
lists. When creating any purchase list, users can add or delete items and adjust
guantities.

Purchase Lists can also be shared with others using the Share List link to share with all
of the buyers tied to your license, or to select specific email addresses to share the list
with.

Note: Purchase lists created in LOOP are fulfillment-type specific. For example, a
purchase list created from a Fine Wine & Good Spirits (FW&GS) store pickup order
cannot be used to place a Licensee Delivery Program (LDP) order.

Users will also be able to set the Periodic Automatic Replenishment (PAR) level for
each line. This is the planned/suggested order quantity for each item within a respective
purchase list. All users will be able to create, manage or delete purchase lists.
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Glossary

Acronym Meaning
FW&GS Fine Wine & Good Spirits
LDP Licensee Delivery Program
LOOP Licensee Online Order Portal
PAR Periodic Automatic Replenishment
PLCB Pennsylvania Liquor Control Board
PO Purchase Order
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Licensee Maintenance i Manage Purchase List
Licensees can create purchase lists to quickly order items they commonly purchase.

Link to eLearning video: Licensee Maintenance - Manage Purchase Lists

Create a Purchase List

1. Navigate to LOOP, then Sign In.

e
ez wholesale
Wl OPERATIONS

LICENSEE ONLINE ORDER PORTAL

Email Address
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2. Click the dropdown menu next to the Shopping Cart, then click Purchase Lists.

Welcome to
Licensee Online Order Portal

< Fowe winkc 0oy ;
Upcoming Orders For Your Approval NESR—
vvvvv Plckup | 5015010 $23.10 P | 50310282 i
Pick Up pending | 11685 Bustieton Ave Rickard on Nov 10 at Profile Desails

o o A
) v ¢
= - ) ‘ ot

ThuNev10 | A oy All Qrdle
S

PurChase Lis{s
List Name © Last Modified -

3. Click Create New List.

Futfilmont Date:  peadin View Ocder Histor Submission Date.

Purchase Lists

Purchase Lists

Yy Aot D
= o
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4. Enter [Purchase List Name], then click Create Purchase List.

Create Purchase List

< Back

Purchase List Name

Capitol Wine 3

Newly Created List is available.

R - - e
= D holesse Search S| Mt R Nt SR = sy
Home Purchase Lists
Purchase Lists @
— Gt et
Orde History
- Search Date From DateTo
»
Invoice History Search by List Name
Purchase Lists
Payment Methods
List Name Last Modified Created
Members
Teaslist 10:21 am 309 pm
e
LID Account Details okl Wine Aug 18,2022 Aug 16,2022
mtlad 1215 pm 1245 pm
Oct 17,2022 Oct 17,2022
Canitol Wine 2 251 pm 251 prm

Note: The AAdd Al Huttohis reonasailableuntiCyou additems to your list.
Any list that is created must contain either only Shipping Container Codes (SCCs) or
PLCB Codes. If a list is created with both SCCs and PLCB Codes on the same list,
items will only be added to the cart based on the fulfillment type selected.
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Save a Purchase List from an Existing Order

1. Click the dropdown menu next to the Shopping Cart, then click Order History.

— e wholesale o Pick Up O Karthik 5 items
= W OFeRaTiONs Search Q ng FINE WINE ¥ OO ABCLIQUOR -E $64.95

Welcome, Karthik

Welcome to
Licensee Online Order Portal

ABC LIQUOR LLC-95348

Upcoming Orders For Your Approval et
Vendors

In-store Pickup | 040101
Pick Up May 16 | 11685 Bustleton Ave LID Account Details

There are no orde Sign Out

Note: The lower portion of the window will automatically populate with your recent order
history. To determine which order to save as a purchase list, click an order number to
view the details of that order. Alternatively, search for a specific order by entering an
order number in the upper search bar, then click Search. Once the order appears, click
the order number to view the detalils.

P

= W%l wholesale 5 Pick Up ., O Temy ,
= WRB OrEnatrans Search Q FINE WINE O GIANTEAGL.. E

Search Date From Date To .
2
o
Purchase Lists Fel fel Search ™
0}
Payment Methods TEarch oy OF TdeT Type (pickup or
trailer), First

Mov 17,2022

657 pm 50220758 sfmmmm— 3 Bottles $127.92 Pending Approval
w10, 707 Add All Items to Cart +
NeviOH gy - 1 Bottle 770 Pending Approval =
A Save to purchase list
Aug 18,2022 e B B .
1138 am 50220252 3 Bottles 544,87 Canceled
-
:”“; ‘W‘W’M 50200426 - 3 Bottles 53161 Pending Approval
MUQ17,2022 s _ 2 Bottlec 31 41 Parviing koo
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2. Click Save to Purchase List.
= M o QP - QM. - WU
Order History
Order History
g Miey Search Date From Date To
v =
nunice Histery :;eaé'(:;i::r&e;Numher‘Euslume!PUNumher.ltemNumher.DruerIypE.
Purchase Lists
Payment Methods
Members Order Date o
Vendors
S ;‘:‘;‘g;“f"” 50010235 5 16885 INCOMPLETE
LID Account Details
:‘;;i:‘fm 50010154 1 $3209 NO_PENDING_ACTION m
Save to purchase list
?;;;3'_‘11)22 040102 - 1 41337 INCOMPLETE Save 10 purchose it

3. Select the Purchase List to add to by checking the appropriate list box,

Done.

Save to Purchase List

Creste a New Purchase List

[ Tara'sList

O Cepital Wine

[] _Capitol Wine 2

=

then click

Note: If you want to use a new purchase list, you must create it first by clicking Create a

New Purchase List.

ﬂ ennsylvania
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Save Items to a Purchase List from the Shopping Cart

1. Click the Shopping Cart if it contains items to be saved as a purchase list.

Welcome to
Licensee Online Order Portal farmems Liandiomen o
4 Have a nice day >
In-store Pickup | 040101
Pick Up May 16 | 11685 Bustipton Ave

There are no orders needing approval at this time.

2. Click Save to Purchase List.

= ‘f-"‘nhole le Q i S =K
Shopping Cart -
&
Exportto cov [ETTORIITE ot >
ttem Quantity (Cases) Item Price Totatprice  CART SUMMARY it

$140.29 Licensee Discount $7.01460
$155.88 case

#? pennsylvania
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3. Select the Purchase List to add to by checking the appropriate list box, then click
Done.

Save to Purchase List

Creste a New Purchase List

O TarasList

O Cepital Wine

[] _Capitol Wine 2

=

Note: If you do not wish to add the items to an existing purchase list, you may create a
new list by clicking Create a New Purchase List.

Share a Purchase List

1. Click the dropdown menu next to the Shopping Cart, then click Purchase Lists.
= T hotesate Search Q TEGmT. ¥ D T g:m... =

Welcome, Jennifer
THE GIANT COMPANY LLC-87306

Shopping Cart

QOrder History
Your Shopping Cart is E cunuy

Order Approvals

Invoice History

Purchase Lists

Payment Methods
Members

Tﬁ pennsylvania
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2. Select a purchase list from the list by clicking on the Purchase List link.

= ’.;’ wholesale
= W OFERATIONS

Search

Purchase Lists

Trailer Drop

- THEGIANT.. =

]
&
0}
My Account Create New Li
Order History b
Search Date From Date To
Return History
m mn Search
Inveice History Search by List Name Clear Search
Purchase Lists
Payment Methods
Purchase List Name = Last Modified + Created =
Members
Vendors
Duckhorn Wines Oct 18, 2023 Oct 18,2023 Add Al Items to Cart +
— 1:33 pm 1:31 pm J

© Jennifer
O THEGANT.. ~ E

The details of the selected purchase list will display.

3. Click Share List.

A sharing options screen will display.
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